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APPLICATION FOR RECORDS REfE”MMU SCHEDULE I QFF~CE OF A m i N i s m n T i v E  SERWCES 
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For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 6569976 GIST: 22149b3 

ivision o f  Mental H e a l t h  & Mental  R e t a r d .  
Community F a c i l i t i e s  - S t a t e w i d e  

Date Completed 

I. Actior.Requebd 
a. 
b. 0 Dirpore of prwent rccurnulrtion; fa further a0cumuiotii mticipsted. 
c OAmend Application No. Checkone: 0 ChanQe; 0 Super&; 0 Void 

EmbliJI R e t e n t h  schedule; record will continuo bD accumulate. 

--cI.--__I--Ip--.- ~ --- 
6. Records Series Title ffolIom& by thls ursd in OH&; if diff’emat) 

Community F a c i l i t i e s  C l i e n t  Record  F; (es ____-_ cI______--I_----_I-l__l-__i---__.l _--- c_ 

3. Division ehd Office Function 

T h e  Division o f  Mental  H e a l t h  and Mental  R e t a r d a t i o n  a d m i n i s t e r s  the program f o r  menta l  
h a 1  th, menta l  r e t a r d a t i o n ,  and other developmental  d i s a b i l i t i e s ;  a l c o h o l  and drug  abuse ;  
and c o n d u c t s  t r a i n i n g  and r e s e a r c h .  
h e a l t h ,  and the a d m i n i s t r a t i o n  of the S t a t e  Mental  H o s p i t a l s ;  and r e h a b i l i t a t i o n  and re- 
t a r d a t i o n  centers S ta te- wide .  

Mental R e t a r d a t i o n  Services Section i s  the n u c l e u s  for program development  i n  both the f a c i l .  
t y  and o u t r e a c h  programs for the m e n t a l l y  r e t a r d e d .  T r a i n i n g  centers and f a c i l i t i e s  h a v e  beel 
e s t a b l i s h e d  for  services to pre- schoo l ,  school- age children and a d u l t s  not o n l y  i n  f a c i l i t i e :  
b u t  i n  the home and community. Treatment  f a c i l i t i e s  services emphasis  is on p r e v e n t i o n ,  e a r l !  
intervention and developmental  programs for i n f a n t s  and pre- school  children w i t h  a d u l t  a c t i v .  
t ies  or work a c t i v i t i e s  for a d g l t s .  
7. R-ds Series bmiption 

Oocuments relating to: 

W b t  u the function of the Division and the OHics in which this record series is created? 

T h i s  Division i s  a l s o  concerned w i t h  community mental  

--I-_ --* ---l-lp--.s_- L- - 
f h i s  file mnmins the followfng documents linctuda form numbers snd tt?&S. ifmy): 

See A t t a c h e d  Sheet 

Attach camplec Of the fde. 

Included are: 

The file is arranged : 
- ’  . .. 

. 1  

- -  

B. Monthly Referenca Rate 
Onr to six months OM 
btmty-fim months a d  older --I 7 

How often are records referred to which M: 

; Seven to tvaiva mntho old ; Thirtoen to mnty-four months old I ~- 

8. Annyl Ram of Aaumulation or Records . ~ :> - r  
r’  . 

IStst-sin, drawers -; LagaI&edrawers ; shelves ; Other kWcW 
-_ 



kation of this aeries in your off ice, or in enother off ice or wncy? 

f I t )  regululy microfilmed? 
--_ I. -..-=v----- L- 

--------- - 
mord mbs result in a computer  printout? -- 

il. Rmntion Rlcluk.mmP The fdlowing m u i m  the wrles,to b bpt: 

d. Auditperiod years. 
0. Administrative noed 10 years. 

t. F+rJ mention inmuctionr 3 y s M .  

. .  

0 HOM in the current filer eree 
0 Trensfer to l o u l  holding o m ;  hold 
0 Trensfer to Stm Rsoordr Center; hold --.---__ ylarb); then 
0 batroy 
0 Tmsfer to stsm Archim for permuront mention. 
0 ottw lsprcitvl 

M t h ( s )  --- yur(r);then 
yearC); then 

~ h s s  &ructions apply to a11 prior a d  fUtUN sccumu~etirns of the series. 



. . I  a 

7 .  ( a )  Community F a c i l i t i e s  C l i e n t  Record F i l e s  

m c u m e n t s  r e l a t i n g  t o  m a i n t a i n i n g  clients 
records i n  Community F a c i l i t i e s  s e r v i n g  
the menta l1  y r e t a r d e d  i n d i v i d u a l .  

I n c l u d e d  b u t  not l i m i t e d  to a r e :  A p p l i c a t i o n  
for  Services, A t t e n d a n c e  Record,  Mental  
H e a l t h  & Mental  R e t a r d a t i o n  I n f o r m a t i o n  S y s t e m  
forms, T i t l e  X X  f o r m s ,  Treatment  Consent and 
other l e g a l  documents ,  i n f o r m a t i o n  f r o m  other 
a g e n c i e s ;  I n d i v i d u a l  Program P l a n  and suppor t-  
i n g  documenta tion; Psycho log ica l  Eva1 u a t i o n ,  
S o c i a l  Service I n i t i a l  and Annual Assessment, 
I n i t i a l  and Annual Review o f  H e a l t h  S t a t u s  
and other e v a l u a t i o n s ;  and s i m i l a r  and r e l a t e d  
documents and i n f o r m a t i o n .  

F i l e s  a r e  arranged a l p h a b e t i c a l l y  b y  client's 
name or n u m e r i c a l l y  b y  client I . D .  number 
a s s i g n e d  b y  center s t a f f .  

I 

When i n d i v i d u a l  d i e s ,  becomes 
i n e l i g i b l e  for  service or 
u p n  closure o f  f i l e ,  combine 
a l l  documents p e r t a i n i n g  to 
t h a t  cl ient ,  and p l a c e  i n  the 
i n a c t i v e  f i l e ;  c u t - o f f  in-  
a c t i v e  f i l e  a t  the end of each  
ca lendar  y e a r ,  h o l d  a t  the 
center for 5 y e a r s ,  then t r a n s f e i  
to S t a t e  Records Center or 
l o c a l  s t o r a g e  a r e a ,  h o l d  f o r  
5 y e a r s ;  then d e s t r o y .  


